CADET - Hire

The following procedure is for the HIRE process of Cadets.

The HIRE process is for new members who have NOT previously
been issued an Employee ID (Emplid) number. If the member has
an Emplid, please navigate to the Rehire Guide.

Step | Action
A ccecsin e
Add New Applicant Find Applicants
Applicant Lists Find Job Openings
Interview Calendar Pending CAD Report
Add Applicant Recruiter-In-Charge Workspace
Recruiter Workspace Reservations Workspace
Search Applicants View Recruiting Plan
Import Plan Diata Load Zip codes
Accession Program Accessions Forms
Accessions Forms Fields Recruiting Locations
Question Set Defintion Question Defintion
Job Opening Maintenance Hire Applicant
From the Portal Page, select Add a Person from the Accessions pagelet.

United States Coast Guard Add to My Links Worklist

US. Depariment of Homeland Security
My LinkSISelect One; vl

IMIPEQE Guest SelfService |nvestor Administration Reguests
| [EY

2 New Window @Help E,/Customize Page

Add a Person

Person ID: NEW

| Add Person

Search for Matching Persons

Click the Add Person button.




= Re RS - Contact Information | Regional | Organizational Relationships

m Person ID: NEW

Find | View A1 First EI 4 of 1 I3 [ast
“Effective Date: 08/15/2013 E =
*Format Type: English -
Display Name:

Date of Birth: Eﬂ v] Years 0 Months
Birth Country: USA % United states
Birth State: a
Birth Location: | [C]waive Data Protection
Biographical History Find | View Al First Kl 1 0f 1 I Last
“Effective Date: 08/15/2013 El F[=
*Gender: Unknown hd
*Highest Education Level: A-Mot Indicated ¢
“Marital Status: Unknown v Asof ]
Language Code: v
Alternate 1D:

[Z] Full-Time Student

customize | Find | View 41| BV B First £ g of g 1 st

*Country *National ID Type National ID Primary ID
[usa @, | Social Security Number - | [+ |[=]
[5] save | [=] notify | £2 Refresh [El Add | | 5] Update/Display | ﬁ Include History | |[*# Correct History |

The Effective Date will default to the current date. You may edit to a previous
date, but cannot future date.

Click on the Add Name button.

Edit Name

English Name Format

Prefix: A

First Name: [Easy

Middle Name: |

Last Name: |Money

Suffix: -

Display Name:
Formal Name:

Name:

: Refresh Mame
Ok I Cancel Refresh

Enter member’s complete (spell out) name including middle name; when
completed click the OK button.

Note: With respect to the middle name, do not use the traditional NMN for
those members with no middle name: this will cause the issuance of a
government travel card with a middle initial of “N” and cause a subsequent
denial of its use for a member so identified. Leave blank as above.

You will be returned to the Biographical Details Tab.




I = EN=(IREETEE - Contact Information Iieglona\ Organizational Relationships

Easy Money D Person ID: NEW

Find | View Al First KN 1 of 4 I Last

“Effective Date: 08/15/2013 E [+ =]
*Format Type: English -
Display Name: Easy Money . EditName

Biographic Information

Date of Birth: ’WB 23 Years 4 Months
Birth Country: USA % United States
Birth State: Ks @, kansas
Birth Location: [Tapeka [[]waive Data Protection
Biographical History Find | View Al First Kl 1051 0 Last
“Effective Date: 081512013 E] HE=
*Gender: Wale -
*Highest Education Level: C-HS Graduate or Equivalent -
*Marital Status: Single ¢ As of: 08152013 [
Language Code: English hd
Alternate 1D: |

[T] Full-Time Student

Customize | Find | view 21| B | B Frst B qor1 O Last
*Country *National ID Type National ID

Primary ID
[usa @ | Social Security Number ~ |[o11-22-5454 | H|E=
Save | [Z] Notify |4 Refresh [} Add 5] UpdateDisplay ﬁ Include History f:) Correct History

The Effective Date defaults to the current date. It may be edited to a previous actual
hire date. It cannot currently be future dated.

o Date of Birth: Enter the member’s date of birth.

¢ Birth Country: Defaults to USA, if incorrect, select the lookup and select the
correct Birth Country. If selecting other than USA, other fields may be displayed.
Birth Location: City/Town of birth.

Gender: Click the dropdown and select appropriate gender.

Highest Education Level: Click the dropdown and select education level.
Marital Status: Click the dropdown and select applicable status.

Language Code: Click the dropdown and select English.

National ID: Enter the member’s Social Security Number (no spaces).

When completed, select the Contact Information Tab.

Biographical Details Cun[admfunnaﬁun Reagional Organizational Relationships

Easy Money Person ID: MEW
Current Addresses Customize | Find | View Al |8 | 3 First K1 4014 I Last
(Address As Of Date Stalus  Address
Type
Home 081512013 A Add Address Detail H|=
Phone Information Customize | Find | views 20| B | 3 First K g ora O Loat
*Phone Type Telephone Extension Preferred

- | ] ==

Ny
Customize | Find | View Al B | 3 First K1 4014 D Last

Email Type Email Address

Preferred

Instant Message IDs Customize | Find | view 21| BV | 3 First 5 051 D Last
*Network ID *IM Protocol *IM Domain Preferred
[ e =] H|E=

The system defaults the first address as Home and the As Of Date is the date of
hire.

Select the Add Address Detail link.




Address History
Address Type: Home

*Effective Date: 08152013 ) pddress:
Country; USA

*Status:

The effective date defaults to the current date and may be edited to reflect the
correct date of hire. This date currently cannot be future dated.

Select the Add Address link.

Edit Address
Country: United States
Address 1: 1 Coin Street
Address 2:
Address 3
City: Topeka State:
Postal: 12345
County: Shawnee
OK Cancel

KS OJ Kansas

Address 1: Number/street name
Address 2: Not used

Address 3: Not used

City: Enter address city

State: Enter Address state
Postal: Enter Postal Zip code
County: Enter county (if known)

Click the OK button.




Address History

Address Type: Home
*Effective Date: 08152013 [ agdress: 1 Coin Street
2 Topeka KS 12345
Country: usa Q n =
*Status: A @
Add Address
OK I Cancel Refresh

The address will display as entered.

Select the OK button.

10 B
%ty\;l;ess As Of Date Status Address
Home 08152013 A 15}”;2?"{;?2345 Editiview Address Detail —
The Home address has been recorded. Click the “+” to add a Mailing Address.
11 &
#clclress As Of Date Status Address
ype
Home 08152013 A ;;ﬂ;ﬁg‘j‘zwﬁ EditiView Address Detail | =
Add Address Detail (=]
Click the Address Type drop down and select Mailing. Then click the
Add Address Detail link.
12 Address History
Address Type: Mailing
*Effective Date: 0815/2012 [+ Address: H[=]
Country: USA @,
*Status:
Click the Add Address link.
13 Edit Address

Country: United States
Address 1: 15 Mohegan Avenue

Address 2: Box 1111

Address 3:

City: MNew London state: |CT
Postal: 54321

County: MNew London

Cancel

—ee

@

s Connecticut

Enter Mailing Address. Address line 2 and 3 are not used. When completed,

click the OK button.
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Address History

Address Type: Mailing
| i ————— T 5 - L 4
“Effective Date: 1081152013 [ aqdress: 15 Mohegan Avenue =
Country: UsA 2 EJZ)\(NT;I:GM CT 54321
*Status: A Q

Add Address

OK I Cancel | Refresh

The Mailing address will be listed as entered. Click the OK button.

15

Current Addresses customize | Find | View A0 | BV [ B Frot B 42012 I (ost
(Address As Of Date Status  Address
Type
1 Coin Street
Home 081512013 (A Topeka KS 12245 EditiView Address Detail H|E=
15 Mohegan Avenue m
Mailing 08/15/2013 A Box 1111 EditView Address Detail d

New London CT 54321

identified on the DDA4.
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Click the “+” and repeat steps 10, 11 and 12 to enter a Home of Record as

Biographical Details cmmm Regional Igrgamzatmﬂa\Rslatmnsmps

Easy Money Person ID:

NEW

First K1 1-2012 I Last

Customize | Find | View 21 | B |

Address

As Of Date Status  Address
Type
1 Coin Street . . —3
Home 08M52013 A Topeka KS 12345 EditiView Address Detail ==
15 Mohegan Avenue
Mailing 08152013 A Box 1111 EditView Address Detail [+ =]

New London CT 54321

First K1 4 of 4 I Last

Customize | Find | View 4 | E |
Email Type

Email Address Preferred

Instant Message IDs customize | Find | View 21| BV | 3 First Kl g ora T Lasy
“Hetwork ID “IM Protocol 1M Domain Preferred
‘ - ] H|E

Phone Information Customize | Find | View A1 BV [ 35 First B 4011 T Lag
“Phone Type Telephone Extension Preferred
- [ [a] H =

The Phone Information, Email Address and Instant M

Select the Regional Tab.

essage IDs are left blank.
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Biographical Details || Contactinformation  IGELM | Organizational Relationships ||

Ensure
Reg

Region
is USA

Person ID: NEW

Find | View &1l First K 404 I Last
HE

@,

Regulatory Region: United States

Ethnic Group:

[l primary
History Find | View All First K 4074 1 ast
3=
Effective Date: F miitary status: - =E
Date Entitled to Medicare: [ miitary Discharge Date: Edit Discharge Date
Citizenship (Proof 1): Citizenship (Proof 2):

[ Eligible to Work in U.S.

Smoker History First K 1 0r1 O Last

Customize | Find | vievr A1 | BT | 3

*Smoker “As of

- - W

==

blank.
Select the Organizational Relationship Tab.

Click Ethnic Group lookup and select appropriate category. If member claims
other than one ethnic group, click the “+” button and add Hispanic or Non-
Hispanic or for additional group designation. All other data fields are left
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Biographical Details Contact Information Reagional A

Darth Vader Person ID: NEW

[ Employee

ontingent Worker
™ Person of Interest

Empl Record: 0

Select Checklist Code: | = ®

| Add Relationship |

Check the Employee box, then click the Add Relationship button.

The Employee ID number will be generated and you will automatically navigate to

19

Job Data.

| Jobinformation | JobLabor | Payroll | SalaryPlan | Compensation

asy Money EmplID: 1234567 |
Employee Empl Record: 0
Pilitary Service: M
i L
*Effective Date: 081512013 [ GoToRow | [+
Effective Sequence: 0 *Action: Hire h
HR Status: Active Reason: I New Position l
Payroll Status: Active *Job Indicator; Primary Job v
Calculate Status and Dates
curent [
Pasition Number: ooosuaas (@, NEUDGETED POSITION
Use Position Data
Position Entry Date: 0811512013 E\]
Position Management Record
*Regulatory Region: D a Active Duty
*Company: ACG Q Active CG
*Business Unit: CADCG a Cadets CG
*Department: 004311 a ACADENY - CADETS
Department Entry Date: (081512013 i)
*Location: CT0032 O: (G ACADENY - CADETS
Establishment ID: @ Date Created: 0811512013
Last Start Date: 0815/2013
Exnacted Joh End Nate: il

You should record the Employee ID number for future reference. If for any reason
you do not complete this accession during this session, you use the Add Employment
Instance link in the HR Data Shortcuts pagelet. Enter the Employee ID number, click
on Add Relationship and you will be returned to member’s Job Data. All previous Job
Data entries will have been deleted and will need to be reentered.

Do not use the Add Employment Instance if you had previously entered and saveo
Job Data. Any edits after initial save should be made using Personal Information
or Job Data links.

Effective Date: Defaults to the current date. This date may be future dated to reflect
actual hire date.

Reason: Click the drop down and select New Position.
Enter the appropriate Position Number. Currently, for a CADET enter 00060344.
Position Entry Date: Date of Hire.

Click the Override Position Data button.




19 The Regulatory Region, Company, Business Unit, Department, Department
cont. | Entry Date and Location should default as shown. If they do not, click the
lookup button and set them to:
e Regulatory Region: AD
e Company: ACG
e Business Unit: CADCG
e Department: 004311
e Department Entry Date: Date of Hire
e | ocation: Default with data matching Department entered.
Position Number: 00060344 @, UNBUDGETED POSITION
Use Position Data
Position Entry Date: 0811512013 &
Position Management Record
*Regulatory Region: AD @, Active Duty
*Company: ACG Q Active CG
*Business Unit: CADCG OJ Cadets CG
*Department: 004311 @ ACADEMY - CADETS
Department Entry Date: 08/15/2013 )
*Location: CT0032 @ CG ACADEMY - CADETS
Establishment ID: Q
I Job Information IJobLatmr Payroll | SalaryPlan || Compensation
Easy Money Empl ID: 1234567
Employee Empl Record: 0
Pilitary Service: M
il u
*Effective Date: oensi01z GoToRow | [#][-]
Effective Sequence: 0 *Action: Hire M
HR Status: Active Reason: New Position M
Payroll Status: Active *Job Indicator: Primary Job v
Calculate Status and Dates
curent (]
Position Number: pooso3s4 (@, UNBUDGETED FOSITION
Use Position Data
Position Entry Date: 081512013 2]
Position Management Record
*Regulatory Region: D a Active Duty
*Company: ACG 2 Active CG
*Business Unit: CADCG & Cadets GG
*Department: 004311 Q ACADEMY - CADETS
DepartmentEntry Date:  08/162013 )
*Location: CT0032 2, C ACADEMY - CADETS
Establishment ID: Q Date Created: 0811512013
Last Start Date: 081512013
| bxoecteq uon bog e B
Click on the Job Information Tab.




Job Labor I Payroll Salary Plan Compensation
Easy Money Empl ID: 1234567
Employee Empl Record: 0
Military Service: M
| [ Job information Find First */ 10f4 |
Effective Date: 08/15/2013 Go To Row
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: New Position
Payroll Status: Active Job Indicator: Primary Job
Current D
*Job Code: 209898 = Coast Guard Academy Cadet
Entry Date: 08/15/2013 [E]
Supervisor Level: 3
Supervisor ID: 1234567 Loose Change
'_§
Reports To:
*RegularTemporary: Regular M *Full/Part: Full-Time M
Empl Class: AD *Officer Code: None v
“Regular Shift: NiA e Shift Rate:
*Classified Ind: Classified e Shift Factor:
Standard Hours 1
Standard Hours: 240.00 Work Period: [ @, monthly
FTE: 1.000000
[T] Adds to FTE Actual Count? [“JEncumbrance Override
Contract Humber 1
Contract Number: OQ I Next Contract Number )
Contract Type:
Contract Number: Q MNext Contract Number )
Contract Type:

Job Code: Enter 209898 (if not defaulted) and Tab.

Supervisor ID: Enter the Employee ID for the CGHRSUP that will be
approving the accession.

Employee Class: Click on the drop-down and select AD.
Click on the Job Labor Tab.

Work Location Job Information Job Labor Payroll Salary Plan Compensation

EasyMoney Empl ID: 1234567

Employee Empl Record: 0

Military Service: e

Labor Information Fing Frst £ 1071 1 Last |
Effective Date: 08/15/2013 Go ToRow
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: New Position
Payroll Status: Active Job Indicator: Primary Job

Current ]

Bargaining Unit: @
Labor Agreement: N % Resene Component Enlisted

Labor Agreement Entry Dt |08/15/2013 e

Employee Category:

Employee Subcategory: [ -
Employee Subcategory 2: @,
Position Management Record

Union Code: @
Union Seniority Date: [
Works Council ID:

Labor Facility ID: ’7Q\
Entry Date: e

[C] stop Wage Progression
[l Pay union Fee

[CIExempt from Layoff Reason: S
Labor Agreement: Click on the lookup icon and select ENL.

The Labor Agreement Entry Dt will default to date of hire.
Click on the Job Labor Tab.




Work Location | Job Information Payroll || Salary Flan || Compensation

Easy Money Empl 1D: 1234567
Employes Empl Record: o
Military Service:
Effective Date: 08152013 fitrionivn
Effective Sequence: [+] Action: Hire:
HR Status: Active Reason: MNew Position
Payroll Status: Active Job Indicator: Primary Job
Current j

Bargaining Unit: Q,
Labor Agreement: EML Q Active Component Enfisted
Labor Agreement Entry Dt: OBME2012 1;
Employee Category: a,
Employee ry: Q,
Employee Subcategory 2: | .}\_
I~ Position Management Record

Union Code: ‘)1.
Union Seniority Date: i
Works Council 1D:

Labor Facility 1D: @
Entry Date: i

[~ Stop Wage Progression
[~ Pay Union Fee

[~ Exempt from Layoff Reason: @

Assigned Seniority Dates

Sanlority Dats Control Valus Labor Sanionty Data Overmida Ovarmios Resson
ACTIVE DUTY BASE DATE  m F 1
AD PAY SCALE DATE = F I
DEF DATE =

CMA DATE [ s = ]
CURRENT AD DATE [ m E 1

Scroll down the page to Assigned Seniority Dates and select View All.
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"""""" B
Saniority Date Control Vialus Labor Sanlority Date Ovearride Ovearrida Rasson
ACTIVE DUTY BASE DATE il F
A0 PAY SCALE DATE i =
DEF DATE [
CMA DATE i F
CURRENT AD DATE i B
DIEMS DATE i F
EXFECTED AD TERM DATE il E

EXPECTED LOGE DATE i

)]
JOB FAMILY ENTRY DATE i
AL

MIL OBLIGATION COMPL DATE H F
PAY ALLOWANCE DATE H B
FOINTS SWE DATE =
PAY BASE DATE W) F
DATE OF RANK 203858 i =
ROTATION DATE =

Only enter dates as indicated. All other fields are blank.

Active duty Base Date: Leave blank (See note 1 below)

AD Pay Scale Date: Date of Oath of Office

CMA Date (see Chapter 3 of PAYMAN for correct date per situation)

Current Active Duty Date: Date of Oath of Office

DIEMS Date: Date Initial Entry Military Service (any component)

Expected AD Term Date: 6 years from Oath of Office date (remember to minus

1 day)

Expected Loss Date: 8 years from DIEMS (minus 1 day)

e Job Family Entry Date: Date of Oath of Office

e Mil Obligation Completion date: 8 years from original DIEMS date (minus 1
day) unless prior discharge authorized under an approved program (i.e.
VOLSEP)

e Pay Allowance Date: Date of Oath of Office

e Pay Base Date: Leave blank (See note 1 below)

e Date of Rank: Date of Oath of Office

Note 1. Upon graduation from the Academy and appointment as a
commissioned officer, the service dates are defaulted to the commissioning
date in Seniority Dates. A Statement of Creditable Services (SOCS) request
must be sent to PPC (ADV) for those members that attended the Scholar
Program (served on active duty or reserve).

Click on the Payroll Tab.




Work Location Job Information Job Labor m Salary Plan Compensation

Easy Money Empl ID: 12345687

Employee Empl Record: 0

Military Service: -

Payroll Information Find First K1 1074 O Lasi]|
Effective Date: 08/15/2013 Eoakoow
Effective Sequence: 0 Action: Hire
HR Status; Active Reason; New Position
Payroll Status: Active Job Indicator: Primary Job

Current [}

*Payroll System: Global Payroll -

Global Payroll
Pay Group: ’W USCG AD Staging Payaroup
Setting

[¥] use Pay Group Eligibility Holiday Schedule: a
Use Pay Group Rate Type Eligibility Group: a
Use Pay Group As Of Date Exchange Rate Type: Q
Use Rate As OF: M

Pay Group: Should default to USCG STG.

Click on the Salary Plan Tab.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Easy Money Empl ID:
Employee Empl Record: 0
ilitary Service: M
Salary Plan Find | View Al First K 1 0f1 I Last
Effective Date: 081512013 Enuioilons)
Effective Sequence: ] Action: Hire
HR Status: Active Reason: Mew Position
Payroll Status: Active Job Indicator: Primary Job
Current |j
Rank: ’—05 Rank Entry Date: ,—@
Worn Rank: ’—O:
Worn Rank Type: -
Skill Grade: v
Salary Admin Plan: ‘CDT Q':.u
Grade: WO:':' ‘Grade Entry Date: 081512013 E‘J
Step: S Step Entry Date: 081512013 |
[TlIncludes Wage Progression Rule

Salary Admin Plan: Should default to CDT. If not, click on the lookup icon
and select CDT.

Grade: Click the lookup icon and select CDT.

Step: Enter the apporpriate step.

Step Entry Date: Will default to date of Hire.

If Prior Military Service: Click on the Step lookup icon and select the

appropriate step. The step corresponds to a member’s longivity for pay
purposes. In this example 1 = less than 2 years military service, then Tab.

Click on the Compensation Tab.
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| Work Location JobInformation | JobLabor | Payroll | Salary Plan '

Easy Money Empl ID: 1234567
Employee Empl Record: 0
Military Service: M
Compensation Find First BN gor1 O et
Effective Date: 08/15/2013 GoToRow
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Mew Position
Payroll Status: Active Job Indicator: Primary Job
Current D
Compensation Rate: 495.00@ usb Q° *Frequency: SO‘ Semimonth|
} Comparative Information
BeiasitanGamnencnts Contract Chanage Prorate Option
Pay Components customize | Find | BV | 25 Fiet X0 qorg O Laet
Controls | Changes || Conversion
‘Rate Code  Seq  Comp Rate Currency  Frequency  Points  Percent  Rate Code Group
1[Basic @, o | 990.0000005F [USD @, [m @, =

| Calculate Compensation |

Job Data Employment Data I Benefits Program Participation

Click on the Default Pay Components button. This will update the
Compensation Rate data.

Click the Benefits Program Participation link.

27

Benefit Program Participation

Easy Money Empl ID: 1234567

Employes Empl Record: 0
Military Service:

Benefit Record Number: o] v | GoToRow |

Effective Date: 08/15/2013

Effective Sequence: 0 Action: Hire

HR Status: Active Reason: Mew Position

Payroll Status: Active Job Indicator: Primary Job

Current ﬁ]

*Benefits System: [[Ease Beneis ] [R— Employee Status: Active

Annual Benefits Base Rate: = uso
BAS Group ID: ’7%
Elig FId 1: ] Elig FId 2: ] Elig Fid 3: ]
Elig Fld 4: ] Elig Fld 5: ] Elig Fid 6: ]
Elig Fid 7: [ ] Elig Fid 8: 1 Elig Fid 9: 1

Benefit Program Participation Find | View All First Kl 10f1 DY Last
FEffective Date: 0811512013 [+ Currency Code:  USD =
FBenefit Program: ACG A CGINOAA Active Deduction Prog

Job Data Employment Data Benefits Program Participation

Ensure Benefits System reads Base Benefits

Effective Date: If you are completing the Job Data AFTER the effective date of
hire, you need to change the date to the date of hire.

Benefit Program: Click the lookup icon and select ACG.

Click the Job Data link.
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I L ARLEULL R Job Information | Job Labor | Payroll Salary Plan | Compensation

Easy Mon .
Sy Empl ID: 1N

Employee Empl Record: 0

Military Service: j'

*Effective Date: 0315213 | GoToRow| [+ -]
Effective Sequence: 0 *Action | Hire d
HR Status: Active Reason: |New Position j
Payroll Status: Active +Job Indicator [ Primary Job =

| Celculate Status and Dates |
Cument j
Position Number. 00095esT @ Officer Candidste
| Use Position Data

Position Entry Date: 08152013 [

I~ Position Management Record

*Regulatory Region: RSV Q Reservists

*Company: ACG Q Adtive C6

*Business Unit ENLCE a Enlisted CG

“Department: (002817 Q RESERVE PERS MGMT

Department Entry Date: 081152013 &1

*Location: VAD2Z3 Q PERSOMNEL SERVICE CENTER

Establishment ID: i Date Created: (3152013
Last Start Date: 081512013

Expectzd Job End Date: H

Reserve Class Code: @
‘Component Category: o\

Job Data Emgployment Data Benefits Frogram Participation

OK | Cancel || Apply |

Click the OK button.
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You will receive several “Warning” messages

Head Count — Click the OK button

Warning -- Head count of 1125 exceeds maximum head count of 0 for
position. {1000,1456)

When Position Management is installed, head counts for each position are
compared to the maximum head count on the Specific Infarmation page.
Correct pasition number, change maximum to allow an additional incumbent,
or leave as is.

QK || Cancel |




29 Hourly Rate — Click the OK button
Cont’d

Warning -- Houtly Rate is less than the minimum specified in the Salary
Grade Table. (1000,32)

& minimurn hourly rate is specified in the Salary Grade Takle, and the hourly

rate entered on this panel falls below that minimuam.

[fthe specified haurly rate is carrect, leave as is. Otherwise, enter the carrect
hourly rate.

oK || Cancel |

Establishment ID — Click the OK button

Warning -- Estahlishment ID is required for a location in the LS. (1000,111)

The country is U.S. and the establishment ID field is blank. Establishment ID
is a required field for LS. locations.

Enter an establizhment 1D,

oK || Cancel |

30 | After a successful Save you will be returned to the Organizational Relationships

 Biographical Details | Contactinformation || Regional |[elger gl = R T i
Easy Money Person ID: 2107010
Choose Org Relationship to Add
[7] Employee

[ ] contingent Worker
[ Person of Interest

Empl Record: 0

Select Checklist Code: - @

| AddRelationship |

[[5) save | =7 Motity | |4 Refresh | |[Ch Add | | 7] UpdateDisplay | | 57 Include History | (27 Correct History |




Accession Approval

Introduction This section provides the procedure for approving an accession.

Discussion SPO Auditor/PAO user access is required to approve an accession. The approver cannot be
the same person who entered the accession.

Procedure Follow these steps to approve an accession.
Step Action
1

HR Data Shortcuts

Personal Information Job Data

Dependent Information

Search by SSN

Email Address Find an Emplovee

Add Employment Instance

As approver you should review/audit the accession process prior to approval.

From the Portal Page you click the Personal Information and Job Data links for

review/audit. Once you have completed review, follow the procedures below for
approval.

From the Portal Page, select Requests located at the top of the page.

Continued on next page



Accession Approval, Continued

Procedure (continued)

Step

Action

2

Content Layout

Requests

Submit an Abzence Reguest View My Absence Reguests

IM?F’aue Guest SelfSenvice |Investor Administration [Requests

=

Submit a Delegation Reguest I View My Reguests (all hfnes':!

PHS Submit Betirement Docs

Request Reports

Abzence Reguest Listing

Click the View My Requests (all types) link.

View My Action Requests

Sylvester Cat

1. "My Submitted Requests’ allows member to bring up only their Action Requests

2."Requests | am Approver For allows appraver to bring up only those Action Requests submitted to them.

3. "All Requests’ allows the approver to pull up their Action Requesis and those submitted to them.

4 Transaction Name field allows user to select a particular transaction (i.e., Absence Request, Delegation, etc)

6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Mame,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

© My Submitted Requests I @ Requests | am Approver ForI © All Requests
Transaction Name: All Transactions -
Transaction Status: Pending -

Submission From Date: El
Submission To Date: @ I Populate Grid I Refresh

5 Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of "Pending’

Select the Requests | am Approval For radio button.

Click the Populate Grid button.

The Transaction Name and Transaction Status defaults for all pending
transactions. You may click the drop down to narrow your search parameters.

Continued on next page




Accession Approval, Continued

Procedure (continued)

Step

Action

4

View My Action Requests

Sylvester Cat

1. "My Submitted Requests® allows member to bring up only their Action Requests

2. "Requests | am Approver For allows approver to bring up only those Action Requests submitted to them.

3. All Requests’ allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Name field allows user to select a paricular fransaction (i.e., Absence Request, Delegation, eic.)

5. Refresh button clears the arid and defaults it back to "My Submitted Requests’ and Transaction Status of ‘Pending’.
5. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

) My Submitted Requests @ Requests | am Approver For ) All Requests
Transaction Name: All Transactions -
Transaction Status: Pending -
Submission From Date: El
Submission To Date: EN FPopulate Grid Refresh

Transaction Hame Status Member Member's Emplid Submitted By Approver

AccessionHire Pending Eusebio Pedroza 1234567 Mickey Mouse Sylvester Cat 06/18/2013

AccessionHire Pending Brad Majors 1112223 Goofy Dog Sylvester Cat 05/24/2013 X
AccessionHire Pending Janet Weiss 2223334 Daffy Duck Sylvester Cat 05/23/2013 Approve/Deny

A listing of all accessions you have been identified for approval will be displayed.

Select Approve/Deny for the member you are approving.

Continued on next page




Accession Approval, Continued

Procedure (continued)

Step Action

5

Action Request

Approval/SOD for Accessions
Darth Vader

s Review hire data in the Request Information box.

« To approve a Hire Request, press the Approve button.

# To deny a Hire Request, enter a comment and press the Deny button. A Motification will be sent to the originator.
s After a Hire Request has been approved, data will be pushedto DA 8.0.

Request Details

Employee ID: 1234567

Approver: TE54321 Sylvester Cat

Comment:

Accessions Hire Approval

— Delegation Approval Process:Pending (2 ViewHide Comments
One Approval level

Pending
(T__) Sylvester Cat
Initial Approve Action Reguest

— Comment History

Mickey Mouse at 05/18/2013 - 2:55 PM
View History

You can now either Approve or Deny the accession. You may enter any comments for the
review by the person who submitted the accession for approval.

Select either Approve or Deny.

Continued on next page




Accession Approval, continued

Procedure (continued)

Step

Action

6

Action Request
Approval/50D for Accessions
Darth Vader

» Review hire data in the Request Information box.

» To approve a Hire Request, press the Approve button.

» To deny a Hire Request, enter a comment and press the Deny button. A Notification will be sent to the originator.
» Aftera Hire Request has been approved, data will be pushed to DA 8.0.

Employee ID: 1234567
Approver: 7654321 Sylvester Cat
Comment:
Apprave Deny

Accessions Hire Approval
=~ Delegation Approval Process:Approved

One Approval level

Approved

v Sylvester Cat
Initial Approve Action Request
06/24M13 - 12:39 PM

~ Comment History
Mickey Mouse at 05/18/2013 - 2:55 PM
View History

If Approved, the Approve/Deny buttons will gray out after system saves the approval.

You can now click on the “X” at the top of the document to close this page and repeat
the process for the next accession.




Accessions — Contract Data

Introduction This section provides the procedure for completing the contract of a Cadet with no
prior service

Procedure Follow these steps to complete the contract of a Cadet
Step Action
1 i ey +N-
Obligated Service Report
DD0-4 Enlistment/Reenlistment Agreement to Extend/Reextend
Ext/Rext within 30 days Report AD &th or 10th ¥ Anniversary
Extensions not Executed

From the portal Page, navigate to Contract Data found on the Career Management
pagelet

2 Update Contracts

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Fra an xcing vave | [EEPIT

Maximum number of rows to return (up to 300); |300

Empl ID: | begins with =] | @,
Contract Number: |begins withj|
Name: |begins withj|
Last Name: |begins withj|
Second Last Name: |begins withj|

Alternate Character Name: | begins with | |
¥ Include History [ CorrectHistory [~ Case Sensitive

Search || Clear Basic Search @.E' Save Search Criteria

Click on Add a New Value

Continued on next page



Accessions — Contract Data, Continued

Step Action
3 Update Contracts
Eind an Existing Value [ EERETATE!
Empl ID: [ 1111111 =
Contract Number{(0001
Add
Enter EMPLID and Contract Number (First contract = 0001)
Click Add
You will be navigated to Contract Status/Content
4 Statusi( h Contract Type/Clauses | ReasoniOathinfo  ContractLeave  WbrSenice Dates  ContractApproval | Contract Audit
Person ID: M
Contract Humber: 0001 *Contract Status: Active :l‘
Contract Begin Date: E:J Contract Expected End Date:
Contract End Date: @ *Regulatory Region: AD Q
Comment: ‘ I” Additional Contract
Contract Template ID: O‘ I More than one year expected
Initialize Contract [” Waive Working Time Compliance
Provider ID: Q,
Contract Content: Memberis a Cadet

Contract Status/Content page will appear with Contract Number (in this case 001)
Ensure Contract Begin Date is appropriate date

Alter Regulatory Region to appropriate region (in this case AD)

A Contract Content statement is required

Navigate to Contract Type/Clauses

Continued on next page



Accessions — Contract Data, Continued

Step

Action

5

|

Contract Status/Content Contract Type/Clauses ReasoniOath Info Contract Leave Mbr Senice Dates Contract Approval Co

Larry Holmes personin: 111111

Contract Number: 0001 Beqin Date: 0710712014 Contract Status: Active
Contract Type

Effective Date: 070712014 I

Contract Type: ENL Initial Enlistment
[” Extend Contract

Contract Clauses

Contract Data

Find | View All First 4] 1of1 ] Last

B

Find | View Al First K 4.oF1 D Last

Seq Nbr: ’_1 Clause: ’_oe E‘ EI
Clause Status: I :l'

Long Descr: |

Comment:

Enter appropriate Contact Type from the drop-down
Effective date should default correctly

enter any contractual specific comments
Navigate to Reason/Oath Info

Under Contract Clauses you may select Clause status (optional/required) and

Contract Status/Content Contract Type/Clauses ReasoniOath Info Contract Leave Mbr Service Dates Contract Approval Contract Aud

Larry Holmes Person ID: 1111111
Contract Number: 0001 Begin Date: 07/07/2014  Contract Status: Active Expected End Date:

Total Length of Extensions this Enlistment(YMM): Number of Extensions this Enlistment:

Contract Type

Find | View All First B} 1 of1 I Last

Effective Date: 07/07/2014 Contract Type: ENL  Initial Enlistement Cancel Contract I~ cancelled

Contract Term YearsiMonthsiDays: 6 I~ Indefinite Re-Enlistment

Reason for Extension/Reextension/Retention

Reasom: Reguest of Member = . 07/07/2014 {5E

Other (Specify): | Begin Extension/Re-Extension: [T

Oath Administrator Information

| Military Grade: —
| State:

Name:

City:

Enter Contract Term Years/Months/Days (in this case 6 years)

Grade and City/State where contract was administered.

Navigate to Contract Leave tab

Select a Reason from the drop-down and Select Member Signature Date (date
contract signed) Add Name of Oath Administrator and applicable Military

Continued on next page




Accessions — Contract Data, Continued

Step Action
7 Contract Status/Content | Contract Type/Clauses | ReasoniQath Info Mor Senice Dates | ContractApproval | [}
Larry Holmes Person ID: nmm
Contract Number: 0001 Beqin Date: 07/07/2014 Contract Status: Active
Leave Balance: Cumulative Sold Leave: Asof:
Contract Type Find | View Al First K1 1.0f1 I Last
Effective Date: 071072014
Contract Type: ENL Initial Enlistment
ITOtﬂ| Leave to Sell (Days): l_ I
Enter any leave to be sold
Navigate to Mbr Service Dates
8 mm Seniorlty - ciomize [+fiew 12 | B Fist K0 4450745 1 | os
Seniority Date Labor Seniority Date
ACTIVE DUTY BASE DATE 07072014
AD PAY SCALE DATE 07/07/2014
DEF DATE
CMA DATE 07/0712014
CURRENT AD DATE 0710712014
DIEMS DATE 0710712014
EXPECTED AD TERM DATE 07/06/2020
EXPECTED LOSS DATE 07/06/2022
JOB FAMILY ENTRY DATE 0710712014
MIL OBLIGATION COMPL DATE 07/06/2022
PAY ALLOWANCE DATE 0710712014
POINTS SWE DATE
PAY BASE DATE 07/07/2014
DATE OF RANK 070712014
ROTATION DATE

Click View All on Assigned Seniority Dates

Note: these dates should concur with dates set during the ACCESSION process; if
not, return to Job Data and verify the dates entered during the ACCESSION

process are entered correctly.
Navigate to Contract Approval

Continued on next page




Accessions — Contract Data, Continued

9 Confract Status/Content || Confract Type/Clauses | Reason/Oathinfo | ContractLeave || MbrService Dates | [e lta s de el
Larry Holmes Person ID: 1IN
Contract Data
Contract Number: 0001 Begin Date: 0710772014 Contract Status: Active
Contract Type Find | View Al First I 10r4 D Last
Effective Date: 07/07/2014 Contract Type:  ENL Initial Enlistment
Route for Approval
Approval Type:
Approver:

Dept of Approving SPCJ[00210 2, CG AIRSTA DETROIT

Approval Status:

Approval Date:

| Submit for Approval |

Click on Submit for Approval and approval will be routed to Approving SPO




Contract Approval

Introduction This section provides the procedure for approving a contract.
Discussion SPO Auditor/PAO user access is required to approve a contract. The approver cannot be the
same person who entered the accession.
Procedure Follow these steps to approve a contract
Step | Action
1 .
My Page | Self Senice |Reguests
Approver should select Requests
2
Self Service Requests
Submit an Absence Reguest View My Absence Reguests
Submit a Delegation Reguest |‘.-’ie-:.' My Beguests (all types) |
Submit a Civilian CA Reguest Submit 8 Supp CA Regue
Submit an Officer CA Reguest Submit an FSA Reguest
Submit 8 COLA Unigue Reguest Submit a Drill Request
Submit an Advance Pay Request
Select View My Requests (all types)
3 © My Submitted Requests I @ Requests | am Approver For I © All Requests
Transaction Name: | All Transactions =l
Transaction Status: |F‘ending j
Submission From Date: [
Submission To Date: El Refresh
Select Requests | am Approver For and Populate Grid
4
|
[[ransaction Name Status Member Member's Emplid Submitted By Approver Date Approve/Deny
Contract Approval Pending Larry Holmes M1 gi;’;‘:ﬁ Joseph Fraizer 0710912014 pprove/Deny
Click on Approve/Deny

Continued on next page




Contract Approval, Continued

Step

Action

Action Request
Contract Approval

act dats and leave disposition information.
d. enter details about changes in the Comments field
w button

- 000t Contract Type ENL
A Contract Efict o7i07/2014

07072014

071062020

Gt Details
Contract Term: 6 Years Wbr Signature Date: 07/07/2014
Reason: Request of Member SRE Entitiement
Hum Extensions: 0 EXT Tour Length
Expect AD TermDt: 07/08/2020 Expected Loss Date: 07/08/2022
Leave Balance: 0 Cumulative Sold: 0

Total Leave Sell:

Comment Welcome 1o the USCG
Approve Deny
Contract Approval

Contract Approval:Pending
One Level Approval
Pending

@ Joseph H. Fraizer
5PO Approvers Deptid

Enter comments and click Approve or Deny
Note: selecting Deny returns contract to HRS user

Contract Approval

Contract Approval:Approved
COne Level Approval

Approved
Joseph H. Fraizer
SPO Approvers Deptid
0740514 - 4:38 PM

f-‘-;'ie‘.\- Hide Comments

Comments

Joseph H. Fraizer at 07/09/14 - 4:38 PM
Welcome to the USCG

Contract is approved. Member is fully Accessed into USCG




